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c^^voLOGY  Competencies 
toGH  School  Level 


I:  Introduce  -  Teacher  demonstrates  and  students  have  an  opportunity  to  practice. 


D:  Develop  -  All  students  are  developing  the  skills 


s. 


R:  Review  -  Assess  and  re  -  teach  for  further  development. 


M:  Master  -  Student  independently  demonstrates  the  ability  to  apply  the  skill. 


Computer  Operations 

Grades 

9 

10 

11 

12 

Desktop  Operations: 

Use  grade  appropriate  terminology  (RAM,  programming,  modem, 
download). 

R 

D 

D 

M 

Utilize  desktop  menu  (fmder/fmd,  save,  name,  trash/recycle,  file,  open). 

R 

D 

D 

M 

Identifies  the  fianctions  and  purposes  of  a  Computer  operating  System 

I 

D 

D 

M 

Differentiate  use  of  mouse  buttons  for  appropriate  platfomi. 

I 

D 

D 

M 

Create  Directories/Folders  and  subdirectories  on  local  hard  drive. 

I 

D 

D 

M 

Learn  how  to  recognize  file  size  and  formats.  Ex:  (Use  Get  Info 
Properties  commands) 

1 

D 

D 

M 

Understand  the  capacity  of  storage  disks  (disks,  zip  disks,  jazz  disks) 

1 

D 

D 

M 

Navigate  Hard  Drive  Directories/folders,  Disk  Directories/folders. 

R 

D 

D 

M 

Save  a  file  to  a  user  folder  on  volume  network/local  volume. 

I 

D 

D 

M 

Open  a  file  from  a  user  folder  on  volume  network/local  volume. 

I 

D 

D 

M 

Use  the  FIND  command  to  locate  files/folders. 

1 

D 

D 

M 

Use  the  COPY  command  to  back  up  and  share  files/folders. 

I 

D 

D 

M 

Troubleshoot  minor  problems  using  the  Control  Panels  (Display,  Mouse, 
Printers) 

I 

D 

D 

M 

Log  onto  a  network  using  a  personal  password. 

R 

D 

D 

M 

Understand  the  user  name,  password  and  domain  field  of  a  logon  box. 

I 

D 

D 

M 

Use  technology  tools  and  resources  for  managing  finances. 

I 

D 

D 

M 

Utilize  the  Microsoft  Office  wizards  when  using  an  application. 

1 

D 

D 

M 

Peripherals: 

Operate  a  Scanner. 

R 

D 

D 

M 

Utilize  a  digital  camera. 

R 

D 

D 

M 
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Connect  a  digital  camera  to  the  computer. 

R 

D 

D 

M 

Recognize  external  computer  peripherals  (printers,  zip  drives). 

R 

D 

D 

M 

Select  a  printer  and  print  with  appropriate  page  setup  and  orientation. 

R 

D 

D 

M 

Understands  sharing  of  files,  printers  and  applications. 

R 

D 

D 

M 

Word  Processing 

Grades 

9 

10 

11 

12 

Exercise  proper  use  of  margins  and  tabs. 

R 

D 

M 

Develop  Keyboarding  efficiency. 

R 

D 

M 

Format  text  with  respect  to  size,  spacing,  style,  justification  and  font. 

R 

M 

Save  documents  in  different  file  formats  (txt,RTF,HTML). 

1 

D 

D 

M 

Integrate  spreadsheet  and/or  database  files  into  a  word  processing 
document. 

1 

D 

D 

M 

Work  w  ith  tables  and  columns 

1 

D 

M 

Work  simultaneously  between  multiple  documents  on  the  desktop. 

1 

D 

D 

M 

Utilize  headers  and  footers  \\  here  appropriate. 

I 

D 

M 

Identify  key  commands  (shortcuts). 

R 

D 

M 

Use  print  preview  and  page  setup. 

R 

D 

M 

Understands  and  practices  setting  tabs  and  page  setup  routines. 

R 

D 

M 

Add  and  resize  a  graphic  to  word  processing  file. 

R 

D 

M 

Transfer  word  processing  skills  to  publishing  flyers,  brochures,  school 
newspapers  and  yearbooks. 

R 

D 

D 

M 

Utilize  an  electronic  spell  checker  when  appropriate 

R 

D 

D 

M 

Utilize  an  electronic  thesaurus  when  appropriate 

R 

D 

D 

M 

Database 

Grades 

9 

10 

11 

12 

Understand  the  concept  of  a  relational  database. 

1 

D 

D 

M 

Understand  database  terminology  (flat  file  v.  relational  database, 
reports). 

1 

D 

D 

M 

Understand  different  parts  of  a  database  ex.  Record  field  v.  table. 

1 

D 

D 

M 

Identify  and  expand  the  understanding  of  database  structure  through  real 
world  examples.  Ex:  (Address  Book,  Card  Catalog) 

1 

D 

D 

M 

Enter  information  into  an  existing  database. 

R 

D 

D 

M 

Create  a  new  record  and  add  to  a  database  file. 

R 

D 

D 

M 

Define  new  database  fields  and  field  fomiats. 

1 

D 

D 

M 

Save  database  files  in  various  formats. 

I 

D 

D 

M 

Copy  database  structure  but  not  data. 

I 

D 

D 

M 
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Sort  and  query  information  in  a  database. 

1 

D 

D 

M 

Differentiate  between  sorting  and  finding  records  in  a  database. 

R 

D 

D 

M 

Utilize  both  list  and  data  views. 

R 

D 

D 

M 

Learn  to  map  out  a  database  on  paper  first. 

1 

D 

D 

M 

Create  an  original  database. 

R 

D 

D 

M 

Create  forms  for  alternative  data  entry. 

1 

D 

D 

M 

Apply  database  features  such  as  mailing  labels  and  mail  merges. 

1 

D 

D 

M 

Import'Export  and  link  data  to  and  from  a  spreadsheet. 

1 

D 

D 

M 

Apply  database  skills  to  completion  of  Learning  Standard  Products. 

i 

D 

D 

M 

Drawing  And  Painting 

Grades 

9 

10 

11 

12 

Adjust  computer  graphics  using  scale,  size  and  shape. 

1 

D 

D 

M 

Develop  an  understanding  of  graphic  file  formats  and  apply  where 
appropriate  (PICT,  TIFF,  JPEG). 

1 

D 

D 

M 

Create  an  original  graphic  and  insert  into  word  processing  document. 

I 

D 

D 

M 

Graphing  Calculator 

Grades 

9 

10 

11 

12 

Operate  and  utilize  graphing  calculators  across  the  curriculum. 

R 

D 

D 

M 

Use  calculator  in  complex  computations. 

R 

D 

D 

M 

Use  calculator  to  display  functional  relationships. 

R 

D 

D 

M 

Calculate  using  matrix,  probability,  trigonometric  and  exponential 
functions. 

R 

D 

D 

M 

Create  relevant  programs. 

R 

D 

D 

M 

Analyze  data  using  lists,  tables,  sorts  and  statistical  distributions. 

R 

D 

D 

M 

Spreadsheet 

Grades 

9 

10 

11 

12 

Understand  the  concept  of  a  spreadsheet. 

R 

D 

D 

M 

Understand  spreadsheet  terminology  (absolute  reference,  paste 
function). 

R 

D 

D 

M 

Collect  and  organize  data  using  spreadsheet  software. 

R 

D 

D 

M 

Enter  advanced  formulas  using  order  of  operations. 

1 

D 

D 

M 

Develop  an  understanding  of  various  number  formats  (scientific 
notation,  percentages,  exponents) 

I 

D 

D 

M 

Enter  advanced  formulas  and  functions. 

R 

D 

D 

M 
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Differentiate  between  formulas  with  absolute  and  relative  cell 
references. 

1 

D 

D 

M 

Use  a  spreadsheet  to  test  "What  If"  statements  and  Goal  Seeking  feature. 

1 

D 

D 

M 

Utilize  SORTING  and  FILTERING  features 

1 

D 

D 

M 

Utilize  multiple  sheets  within  a  workbook 

1 

D 

D 

M 

Use  spreadsheet  to  organize  and  calculate  data. 

R 

D 

D 

M 

Import/export  data  with  other  applications. 

R 

D 

D 

M 

Produce  a  completed  spreadsheet  accompanied  by  a  chart  or  graph. 

R 

D 

D 

M 

Students  in  Bob  Akeson's  class  at  Boston  Latin 
School  have  been  learning  to  utilize  spreadsheets  in 
content  area  learning.  Students  use  spreadsheets  to 
analyze  experimental  results  and  to  produce 
professional  looking  lab  report  products  for  class  and 
science  fairs.  This  project  has  helped  students  see  how 
they  can  utilize  spreadsheets  to  analyze  complex 
experiments. 


i^  FOCUS 
f  On  Children 

Boston  Public  Schools 


BPS  Learning  Standards  Addressed 

BPS  Student  Tech  Competencies  Addressed 

Science  Standard  6 

•  Students  utilize  appropriate  technologies  to 
expand  their  own  capacity  to  obtain,  utilize 
and  present  infonnation  effectively  and  to 
apply  science  principles  to  the  solution  of 
design/engineering  problems. 

Language  Arts  Strand  #4 
Standard  2 

•  Students  make  effective  presentations. 

•  Understand  the  concept  of  a  spreadsheet. 

•  Develop  an  understanding  of  various  number 
formats  (  scientific  notation,  exponents, 
percentages) 

•  Enter  advanced  formulas  and  functions. 

•  Produce  a  completed  spreadsheet 
accompanied  by  a  chart  or  graph. 

^   Information  fuf  Piircnts  & 


f^  Stud 


ents 


Electronic  Research/Email 

Grades 

9          10         11         12 
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Understand  electronic  research  related  terminology  (ftp,  bulletin  boards, 
discussion  groups). 

R 

D 

D 

M 

Subscribe  to  listservs,  bulletin  boards  and  discussion  groups. 

1 

D 

D 

M 

Organize  bookmarks  into  folders  for  further  reference. 

I 

D 

D 

M 

Retrieve  information  on  a  subject  area  topic  via  the  Internet. 

R 

D 

D 

M 

Understand  the  function  of  a  Search  Engine. 

R 

D 

D 

M 

Navigate  (WWW/Internet)  using  grade  appropriate  search  engines  (Alta 
Vista,  Lycos). 

1 

D 

D 

M 

Utilize  search  strategies  to  locate  and  retrieve  electronic  information. 

R 

D 

D 

M 

Share  Research  via  email  (Pen  Pal  Projects,  Letter  Writing). 

R 

D 

D 

M 

Utilize  internal  email  tools  -  spell  check,  font,  size,  priority,  preferences 

1 

D 

D 

M 

Learn  how  to  setup  an  address  book. 

1 

D 

D 

M 

Add,  delete  and  organize  address  book. 

1 

D 

D 

M 

Learn  to  share  text,  graphics  and  sound  files  as  attachments  via  e-mail. 

1 

D 

D 

M 

Identifies  methods  for  transferring,  downloading,  and  converting 
graphic,  sound,  and  video  files. 

1 

D 

D 

M 

Access  PROQUEST  resources  to  support  curriculum  research. 

R 

D 

D 

M 

Leani  to  write  an  electronic  citation. 

1 

D 

D 

M 

Understands  the  need  of  using  citations  for  direct  quotations,  statistics, 
and  paraphrasing  another's  ideas  in  order  to  avoid  the  dangers  of 
plagiarism. 

1 

D 

D 

M 

Discriminates  and  evaluates  the  validity,  relevance,  and  appropriateness 
of  research  data. 

R 

D 

D 

M 

Recognizes  the  need  for  research  and  fomiulates  a  research  plan. 

R 

D 

D 

M 

Utilizes  electronic  research  results  in  Learning  Standards  products 
which  require  original  research. 

1 

D 

D 

M 

Students  in  Leo  Carey's  class  at  Charlestown 
High  School  researched  their  family  genealogy 
and  history  utilizing  technology  and  tradifional 
strategies.  Each  student  created  an 
interdisciplinary  product  that  w  ill  include 
relevant  math,  science,  language  arts,  and 
social  studies  elements  referencing  the 


fOii  ( 


FOCUS 
Childrai 


B4iston  Public  Schools 


BPS  Learning  Standards  Addressed 

BPS  Student  Tech  Competencies 
Addressed 

Social  Studies  Core  Concepts  and  Goals: 

•  Students  will  understand  basic 
economic  theory,  the  principles  of 
capitalism  and  other  economic  systems, 
and  the  practical  application  of 
economics  in  their  lives. 

•  Students  will  develop  a  sense  of 

•  Communicate  electronically  via  email. 

•  Learn  to  share  text,  graphic,  and  sound 
files  as  attachments  via  email. 

•  Incorporate  data  retrieved  electronically 
into  a  Standards  based  product. 

•  Learn  how  to  write  an  electronic 
citation. 

SY  1999-2000 


Page  H-5 


High  School  Competencies 


chronology;  they  will  consider  people, 
actions,  and  events  with  a  critical  eye 
and  an  understanding  of  historical 
perspective. 
•     Students  will  learn  to  respect  and  value 
a  diversity  of  cultures. 

Multimedia 

Grades 

9 

10 

11 

12 

Identify  the  components  of  a  multimedia  presentation  (text,  graphics, 
sound  video,  and  animation). 

R 

D 

D 

M 

Develop  an  organizational  plan  and  produce  a  slide  show  presentation. 

R 

D 

D 

M 

Insert  and  edit  into  presentation:  video,  sound,  photo,  text,  and 
animation. 

R 

D 

D 

M 

Apply  buttons  and  hyperlinks  within  a  presentation. 

R 

D 

D 

M 

Import  graphics/files  into  a  presentation. 

R 

D 

D 

M 

Define  background  for  slide  presentation. 

R 

D 

D 

M 

Organize  and  rearrange  slides. 

R 

D 

D 

M 

Use  text  transition  and  enhancement  effects. 

R 

D 

D 

M 

Effectively  time  presentation. 

I 

D 

D 

M 

Utilize  various  print  capabilities  of  presentation  software  ex:  (speakers 
notes,  thumbprints) 

1 

D 

D 

M 

Insert  quick  time  movies  into  a  presentation. 

R 

D 

D 

M 

Utilize  notes  capability  in  presentation  software. 

1 

D 

D 

M 

Web  Authoring 

Grades 

9 

10 

11 

12 

Use  recommended  Web  authoring  software  to  do  the  following: 

Understand  necessary  terminology  for  web  page  authoring.  (HTML, 
Tags,  Tables,  E.xtemal  Links) 

1 

D 

D 

M 

Create  a  personal  web  page. 

D 

D 

M 

Edit  an  existing  web  page. 

D 

D 

M 

Create  and  apply  links  to  and  from  other  pages. 

D 

D 

M 

Add  text  to  a  web  page. 

D 

D 

M 

Add  graphics,  clip  art  to  a  web  page. 

D 

D 

M 

Add  a  picture  in  JPEG  format  to  a  web  page. 

D 

D 

M 

Edit  a  picture  in  JPEG  fomiat  using  3"^  party  software. 

D 

D 

M 

Save  web  pages  in  appropriate  file  structure. 

D 

D 

M 
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Technology  And  Society 

Grades 

9 

10 

11 

12 

Work  collaboratively  at  a  computer  with  another  student. 

R 

D 

D 

M 

Signs,  understands,  and  adheres  to  the  BPS  Acceptable  Use  Policy 
(AUP). 

R 

D 

D 

M 

Demonstrate  awareness  of  legal  and  ethical  behaviors  when  using 
technology  (Do's  and  Don'ts). 

R 

D 

D 

M 

Identify  current  uses  of  technology  in  the  work  place  and  in  society. 

R 

D 

D 

M 

Demonstrate  computer  etiquette/proper  Internet  Usage. 

R 

D 

D 

M 

Demonstrate  knowledge  of  e-mail  etiquette. 

R 

D 

D 

M 

Demonstrate  an  awareness  of  safety  when  using  Email  as  a 
communications  vehicle. 

R 

D 

D 

M 

Learn  the  value  of  utilizing  appropriate  virus  protection. 

1 

D 

D 

M 

Recognize  the  importance  of  network  security  issues. 

1 

D 

D 

M 

Identifies  the  potential  as  well  as  the  drawbacks  of  technology  and  its 
impact  on  education,  home,  and  the  work  environment. 

I 

D 

D 

M 

References: 

The  CELT  Guidebook  For  Developing  Student  Technology  Competencies.  1 997,  Center  for  Educational  Leadership  and 

Technology,  Inc.  (CELT) 

National  Educational  Technology  Standards  for  Students.  ISTE,  1998 

http://\vww. cnets.org/ 

Intbnnational  Literacy  Standards  for  Student  Learning.  American  Libraiy  Association  (ALA).  1 998 

The  Massachusetts  Curriculum  Frameworks.  1998 

The  Boston  Public  Schools,  Citywide  Learning  Standards  and  Curriculum  Frameworks.  1998 
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